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Annex 2

	MITIGATING CIRCUMSTANCES CLAIM

	This form must be used to make a formal claim for consideration of mitigating circumstances by the Assessment Board.  Please refer to the University’s Academic Regulations 5: Mitigating Circumstances and Student Assessment, available on MyKingston.

	DEADLINES for submitting claims in the Faculty of MACROBUTTON DoFieldClick [insert name of faculty]
MACROBUTTON DoFieldClick [insert details e.g programme/ level]
MACROBUTTON DoFieldClick [insert deadline]
MACROBUTTON DoFieldClick [insert details e.g programme/ level]
MACROBUTTON DoFieldClick [insert deadline]


	Please submit this form by the deadline to the Student Office MACROBUTTON DoFieldClick [insert location/ room number] with supporting evidence to include your personal statement and independent verification (e.g doctor’s letter).    If you submit by fax/email you must retain proof that this has been successfully sent and keep a copy of this form and attachments.

	Course
	

	Level
	
	KU Number
	

	Nature of mitigating circumstances

Please provide as much detail as possible.  Use an additional sheet if necessary.

	

	Dates of difficulty / illness -    From:
	
	To:
	

	Please indicate below the module(s) and assessment(s) covered by this claim.  Any modules which do not appear on this form will not be considered. If you need guidance about module codes/titles please contact the Student Office.  Please note the mitigating circumstances procedure only deals with assessments or examinations that you have not taken.  It cannot be applied retrospectively or used to alter marks.

	Module Code
	Module Title
	Assessment(s)
	Date(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Evidence - what form of evidence are you submitting? 

Please note your claim will be unsuccessful without some form of supporting evidence.
	

	I hereby give permission for the information I have supplied to be submitted to the Mitigating Circumstances Panel and authorise the University to seek verification of supporting evidence under the Data Protection Act.

	Signed:
	
	Date: 
	

	You will be notified on OSIS of the final decision on your mitigating circumstances claim. 
Grade ‘S’ indicates that your claim has been accepted. 

	The University reserves the right to audit claims and to treat any fraudulent or misleading submissions under procedures set out in Academic Regulations 6: Academic Misconduct.
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